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Comptroller 2 May 1962 

Acting Chief, Fiscal Division 
Reducing the Handling of Paper Work 


1. With the growing demands for more financial information and our 
policy to hold dcwn the growth in the number of personnel, it is encumbent 
upon us to speed up the processing of paper work. One of the most time 
consuming aspects of paper work is multiple handling, i.e., the routing 
of the same document through many persons . We are all attempting to 
keep the multiple handling to the minimum level required to develop and 
furnish the necessary financial information. However, on occasion pro- 
cedures are instituted that create, quite unintentionally, additional 
unnecessary paper handling. An exaaple of this problem follows: 

a. On occasion the Finance Division has need for certain 
vouchers that the Fiscal Division has retired to the 
Records Center. Under present procedure the Finance 
Division prepares a list of the desired documents and 
forwards that list to the Fiscal Division. An employee 
of the Fiscal Division is then required to prepare a 
Records Center Service Bequest, copy attached, for each 
desired document (a recent request from the Finance 
Division contained approximately 200 documents, for each 
of which a Form h^Q had to he prepared) . She requested 
documents will he forwarded by the Records Center to the 
Fiscal Division, which in turn will forward the documents 
to the Finance Division. When the Finance Division is 
through with the documents they will he returned to the 
Fiscal Division which will prepare them for return to the 
Records Center. The Fiscal Division is involved only 
because it is technically responsible for the documents. 

I feel that this brief description indicates the amount of 
time, delay, and probable unnecessary handling that is 
involved in securing documents from and returning them to 
the Records Center. Because of geographic locations, ve are 
attempting to reduce handling and to save time by requesting 
direct delivery to Finance. 
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b. The Records Management Officer became aware of this request 
and inquired as to whether or not I felt it was Justified 
and offered several suggestions that might expedite it. 

The Fiscal Division has to assume that the Finance Division 


would not have requested documents they did not need. 



Approved For Release 2003/ )8/27 :^A-1TOP78^^4^0001 001 00073-9 



i 

i 


i 


STATINTL 
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u All. 


o. It ia believed, that much time and effort could be saved 
if all requests for information from the Record b Center 
could be handled in a more direct manner. Therefore, it 
ia recoHsaandad that the procedure be changed to provide 
that all requests for information from the Records Center 
be forwarded to and processed by the Records Management 
Officer. 

2. The foregoing, althou^i an exaggerated case, is illustrative 
of the type of paper handling an office gets into because of procedural 
technical cognisance without any work interest. It is suggested that 
procedures be reviewed to eliminate unnecessary routing of paper. 


STATINTL 


Attachment (l) 
Form 
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